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New Contact for Benefits Administration

Effective July 24, 2015, Pacific Gas and Electric Company (PG&E)  introduced a new partner for
benefits administration.

The following print version of content from the Summary of Benefits Handbook (the summary
plan description (“SPD”)) includes references to the old benefits administration team. (The SPD
website has been updated, but not the print version of the SPD.)

Where the following pages refer to the HR Service Center, you should use the following
contacts, instead of the HR Service Center:

· PG&E Benefits Service Center at 1-866-271-8144
(open weekdays from 7:30 a.m. to 5 p.m. Pacific time)

· Mercer BenefitsCentral, accessible via:
o PG&E@Work For Me (if on the PG&E network) or
o mypgebenefits.com (for those outside the network).

Other Resources

In addition to the PG&E Benefits Service Center and Mercer BenefitsCentral, you have two
other important benefits and human resource contacts that are not changing:

· PG&E Pension Call Center – Xerox is still providing benefits administration for
the retirement plans. Contact them online at https://pgepensioncenter.com or call
1-800-700-0057 Monday through Friday from 7:30 a.m. to 3:30 p.m. and.

· HR Service Center – While Mercer  administers most benefits other than retirement,
the HR Service Center will still help you with questions about your job title, classification
or changing your name or contact information. Contact them at
hrbenefitsquestions@exchange.pge.com, or call 1-800-788-2363
Monday through Friday from 7:30 a.m. to 5 p.m. Pacific time.
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Time Off and Leaves 
Each year, you are able to earn paid vacation. In addition, the Company 
observes 10 paid holidays, and you receive three floating holidays. 
Other types of time off policies are also described in this section, including 
time off for: 
 Leaves of Absence 
 Jury Duty 
 Funerals 
 Adoption 
 Voting 
 Family School Partnership Act (FSPA) 
 Victims of Domestic Violence, Sexual Assault, or Stalking Act (VDVA) 
 Victims of Crime Act (VCA) 
 Victims of Crime to Testify 
 Civil Air Patrol Leave 
 Emergency Duty Leave and Volunteer Firefighter Training 
 San Francisco Family Friendly Workplace Ordinance (SF FFWO) 

Who’s Not Eligible 
You are not entitled to Time Off benefits, as described in this section, if you are a contract or agency worker, a 
hiring hall employee, or a retiree. Hiring Hall employees may be entitled to time off under the Family and Medical 
Leave Act (FMLA), California Family Rights Act (CFRA), Pregnancy Disability Leave (PDL), or other state statutes if 
they meet the criteria described under “Leaves of Absence” on page 415. For additional information, please refer 
to the Sick Leave & Disability section. 

Additional Information 
In addition to the information in this section, there is also important information about your benefits in other 
parts of this Handbook. Be sure to review the About this Handbook section, the Benefits at a -Glance section, the 
What If… section, and the Rules, Regulations & Administrative Information section. 
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Time Off and Leaves at a Glance 
Vacation   Eligible Company employees earn paid vacation days under the Vacation Program. 

 Vacation is earned “as you go,” based on straight time hours worked according to 
your length of service. 

 You receive an additional five service anniversary days (40 hours) in the year in 
which you complete 5 years of service and in each fifth calendar year thereafter. 

 For additional information, see the Time Off section. 

Paid Holidays  You are eligible to receive holiday pay after completing six months of employment 
and attaining regular status. 

 The Company recognizes 10 public holidays and three floating holidays a year with 
pay. The 10 recognized holidays are: 

 New Year’s Day 

 Martin Luther King, Jr. Day 

 Presidents’ Day 

 Memorial Day 

 Independence Day 

 Labor Day 

 Veterans’ Day 

 Thanksgiving Day 

 Friday after Thanksgiving 

 Christmas Day 

Leaves of Absence  The Leave of Absence policy enables you to take time off for medical reasons (for 
you or an eligible family member), to care for and bond with a new child, for 
military duty, or for other personal situations that are urgent and/or substantial. 

Other Time Off  You may be eligible for paid time off for jury duty, funerals, adoption, and voting. 

 You may also be eligible for time off under the Family School Partnership Act 
(FSPA), the Victims of Domestic Violence, Sexual Assault, or Stalking Act (VDVA), 
the Victims of Crime Act (VCA), Victims of Crime to Testify, Civil Air Patrol Leave, 
Emergency Duty Leave and Volunteer Firefighter Training or the San Francisco 
Family Friendly Workplace Ordinance (SF FFWO). 

 

Vacation Program 
The Vacation Program described in this section applies to employees of the Company and its subsidiary and 
affiliated companies that participate in the Vacation program. 

Earning Vacation 
As a union-represented employee, you begin earning vacation upon your first day of work; new employees 
become eligible to take vacation upon attaining regular status. 

The amount of vacation you earn is based on your length of service with the Company. Upon hire, you are eligible 
to earn vacation up to 80 hours per calendar year. Regardless of the month in which you are hired, you will begin 
earning vacation at the time of hire. 

You earn vacation time each pay period. The vacation awarded in a pay period is calculated by multiplying your 
paid straight time hours by the appropriate vacation accrual rate for your years of service. All paid straight time 
qualifies for vacation accrual. Paid straight time (as defined here) includes, but is not limited to, vacation, sick 
leave and sick relative leave, paid holidays, training, funeral leave, rest periods, time off with permission with pay, 
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Workers’ Compensation of less than 880 cumulative hours for full-time employees in a calendar year, unpaid 
leaves of absence of less than 240 cumulative hours for full-time employees in a calendar year, and leaves of 
absence with pay. If you exceed the cumulative hours of absence in a calendar year, you will not earn additional 
time until you return to work. 

Part-time employees should refer to their bargaining agreement for information on vacation accrual. 

Your accrual rate increases each January 1 of your 5th, 15th, 21st, and 29th anniversary year of employment, as 
shown in the following table. For example: If your 5th anniversary is attained at any time during the year, your 
accrual rate beginning January 1 of that year will be at the 5–14 years of service level, which is 120 hours per 
year. 

Earned Annual Vacation 

If your service anniversary year is Number of Vacation Days (Hours) 
You Earn 

Total Maximum Vacation Allowance 

Up to 1 Year 1 – 10 days (0 to 80 hours) N/A 

1 –4 Years 10 days / 80 hours 20 days / 160 hours 

5–14 Years 15 days / 120 hours 30 days / 240 hours 

15–20 Years 20 days / 160 hours 40 days / 320 hours 

21–28 Years 25 days / 200 hours 50 days / 400 hours 

29 or more Years 30 days / 240 hours 60 days / 480 hours 
 

Earned vacation hours are shown as whole hours on each pay statement. Fractions of hours are accumulated and 
carried over to the next pay period. When the fractional hours accumulate to equal one hour, that hour is awarded 
and reflected on your pay statement and any new fractional hours will be stored and carried over to the next pay 
period. 

Transfers from or to a Union-Represented Position 
If you transfer from a Management or Administrative & Technical position to a union-represented position during 
the year, at the time of transfer you will begin earning vacation at the accrual rate for a union-represented 
position (see the “Earned Annual Vacation” table under “Earning Vacation” on page 409). 

If you return to a Management or Administrative & Technical position during the year, you will begin earning 
vacation equal to the accrual rate for your Management or Administrative & Technical position at the time of 
transfer. 

Transfers from a Paid-Time Off (PTO) Program to a Vacation Program 
If you transfer from the PTO Program offered to employees of PG&E Corporation, PG&E Corporation Support 
Services, Inc. or PG&E Corporation Support Services II, Inc. to the vacation program offered to Company 
employees, you will begin earning vacation at the time of transfer at the accrual rate for the Company’s vacation 
program described in this section. Your years of service recognized by the PTO program also will be recognized in 
determining vacation accruals provided you transfer directly between the companies with no break in service. Any 
unused PTO will be transferred and converted to vacation, and unused floating holiday and paid holiday balances 
will be transferred in-kind. If you have a frozen Sick Leave Bank it will be transferred and converted to sick leave. 

Effects of Absence on Vacation Accrual 
Vacation accrues based on paid straight-time hours worked. This includes most hours of paid leave such as paid 
sick or sick relative leave, vacation, Vacation Buy Days, paid holidays, floating holidays, training, etc., as well as 
Workers’ Compensation of less than 880 cumulative hours for full-time employees in a calendar year, unpaid 
leaves of absence of less than 240 cumulative hours for full-time employees in a calendar year, and leaves of 
absence with pay. 
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Vacation does not accrue for absences due to: 

 Unpaid leave of absence of 240 cumulative hours or more in a calendar year; 

 Layoff; 

 Long-Term Disability; or 

 Workers’ Compensation of 880 cumulative hours or more in a calendar year. 

Part-time employees should refer to their bargaining agreement for information on how absence affects vacation 
accrual. 

Employees on Alternate Work Schedules 
If you work an alternate work schedule (980 or 410), your used vacation is recorded and charged against your 
vacation accrual according to your regularly-scheduled workweek. For example, if an employee on a 410 work 
schedule takes vacation on a scheduled workday, 10 hours of vacation will be recorded for that day. 

Illness While on Vacation 
If you should become sick or disabled while on vacation, you may request, as soon as practicable, that your 
vacation be changed to sick leave for those days you were sick. However, you must submit satisfactory medical 
evidence to your supervisor within 10 working days of your return to work. Qualifying reasons for requesting the 
change would be if you were hospitalized for one or more days or were ordered to bed rest by your doctor. 

If your illness or disability is covered under any of the leave of absence provisions, a leave of absence must be 
initiated for job protection through the Company’s Leave Administrator and a completed Health Care Provider 
Certification must be submitted for approval. You can reach the Company’s Leave Administrator at Company 
extension 8-223-4357, externally at 415-973-4357 or toll-free at 866-369-7582. 

Service Anniversary Days 
You receive an additional five service anniversary days (40 hours) in the year in which you complete five years of 
service and in each fifth calendar year thereafter. 

To qualify for service anniversary days, you must: 

 Be on the active payroll (including paid sick leave, vacation, Workers’ Compensation of less than 880 
cumulative hours in a calendar year, or leave of absence with pay), 

 Not be receiving benefits under the Company’s Long-Term Disability plan, and 

 Work in the year that service anniversary days are awarded. 

Your service anniversary days will be available to you in the year in which you meet the service requirements 
provided you have worked one day in that year. 

If you terminate prior to the year in which you would have received service anniversary days, you are not eligible 
for cash payment of prorated service anniversary days. 
Service anniversary days do not apply to your maximum vacation allowance. 

Any service anniversary days not used in the calendar year in which they are awarded will be deferred to the next 
year. 

Part-Time and Intermittent Employees 
Union-represented intermittent employees are not eligible for service anniversary vacation. If you are a part-time 
employee, refer to your particular bargaining agreement for provisions regarding eligibility for service anniversary 
vacation. 
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How to Schedule or Defer Your Vacation 

Scheduling Your Vacation 
Please refer to your particular bargaining agreement for provisions regarding scheduling vacation. 

Also, when you take vacation, service anniversary and sick leave bonus vacation days will be deducted first (if 
applicable) followed by current and deferred vacation. 

Deferring Your Vacation 
You are encouraged to take vacation each year in order to maintain your physical and emotional health. 
Nevertheless, there may be times when it is necessary for you to defer some of your vacation days to the 
following year. 

Unused vacation and floating holidays will be automatically deferred; however, the total amount of vacation 
accrual (current and deferred) you may have on record as of December 31 of each year is limited to two times 
your current annual accrual rate. If your deferred and current vacation accrual exceeds your total maximum 
vacation allowance as of December 31, all excess hours above the maximum allowance will be paid out to you 
the following February. (See “Excess Vacation Payout” on page 412). 

Service anniversary days (See “Service Anniversary Days” on page 411) will not count towards the maximum 
vacation allowance in the year awarded. 

To avoid a payout of your vacation, you should make sure that current and deferred vacation (including any 
unused Floating Holiday time that converts to vacation), when combined, will not exceed your total maximum 
vacation allowance. For additional information see “Floating Holidays” on page 414. 

Work In-Lieu of Vacation 
If you are requested to forego any part of your vacation, the Company will pay for the time worked and, in 
addition, will pay a vacation pay allowance, provided, however, that in no event will you be permitted at your 
option to forego vacation for the purpose of receiving vacation pay allowance in addition to pay for time worked. 
Time worked in-lieu of time off for vacation will not be considered overtime as such but will be compensated at 
the rates of pay applicable to the work performed. 

Excess Vacation Payout 
If your vacation balance exceeds the maximum vacation allowance, a one-time annual payout will be made in 
February of each year for excess vacation as of December 31 of the prior year. The excess vacation payout will be 
calculated using your base rate of pay, less tax withholdings. 

Voluntary Vacation Transfer 
You may request, through your department, to sell your vacation days in order to give the proceeds of the sale to 
the following: 

 a fellow employee or a member of his or her family experiencing a medical emergency; or 

 yourself or a member of your family experiencing a medical emergency. 

A letter of agreement between the Company and Union is required before any employee can elect to sell vacation 
for another employee’s medical emergency. 
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You must complete a “Vacation Sale for Medical Emergency” form (62-0494) to initiate your request. The form is 
available from the Human Resources Forms section of the PG&E@Work intranet or by calling the HR Service 
Center at Company extension 8-223-4357, externally at 415-973-4357 or toll free at 800-788-2363. 

You are responsible for the taxes on a voluntary vacation transfer. The Payroll Department will issue the check. 
The donor will not receive a check but will receive a letter of explanation and a receipt showing the gross amount 
of their vacation donation and taxes. The net amount of the check will be transferred to the recipient. The 
recipient will receive a single check payable to him/her for the combined amount of all the vacation donations 
and a list of the donors. Refer to the Vacation section of your bargaining agreement for more details on Voluntary 
Vacation Transfer rules. 

Vacation Pay Upon Termination 
If you terminate employment with the Company (including resignation, retirement or death) or are laid off, you 
will be paid any earned but unused vacation including any deferred or service anniversary days. 

Vacation pay is computed at the base rate of pay applicable to your regular position at the time you terminate. 
For vacation payout purposes, fractional hours will be rounded to the next highest full hour. 

Re-employment with the Company 
If you terminate and are later re-employed, you do not receive vacation credit for prior service. Vacation, including 
Service Anniversary Vacation, will be earned in the same manner as for new employees. 

Employees who have been laid off and who are later re-employed may receive vacation credit for prior service, 
depending upon the length of absence. Refer to the Vacation section of your bargaining agreement for applicable 
rules. 

Paid Holidays 
You are eligible to receive holiday pay after completing six months of 
employment and attaining regular status. In general, once you are 
eligible, you must be on a “paid” status to be eligible for holiday pay (for 
example, actively working or on sick leave, vacation,, or time off with 
permission, with pay before and/or after the holiday). 

The Company recognizes 10 public holidays and three floating holidays 
a year with pay. The 10 recognized public holidays are: 

New Year’s Day January 1 

Martin Luther King, Jr. Day Third Monday in January 

Presidents’ Day Third Monday in February 

Memorial Day Last Monday in May 

Independence Day July 4 

Labor Day First Monday in September 

Veterans’ Day November 11 

Thanksgiving Day Fourth Thursday in November 

Friday after Thanksgiving Friday after Thanksgiving 

Christmas Day December 25 
 

“Company” Defined 

Throughout this section, unless 
otherwise stated, reference to 
“Company” or “PG&E” means Pacific 
Gas and Electric Company. For plans 
sponsored by PG&E Corporation, 
reference to “Company” or “PG&E” 
means PG&E Corporation. The plans 
and benefits described in this section 
are also applicable to employees of 
designated subsidiaries and affiliates, 
but only to the extent that such entities 
are participating employers with respect 
to the described plans or programs and 
such employees meet the eligibility 
requirements of the plans or programs. 
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Regular-status part-time employees are eligible to receive prorated Paid Holiday based on their work schedule. 
Intermittent employees who are regularly scheduled to work on a Company holiday are eligible to receive pay for 
the number of hours they are scheduled to work on that day (unless the employee is off work without 
permission). The three floating holidays are to be used on days on which employees are scheduled to work. 

Please refer to the Alternative Work Schedule Standard for additional details on Company Holidays for 
employees on alternate work schedules. 

When a Holiday Falls on a Weekend or Non-Workday 
When a holiday falls on a Sunday, it is generally observed on the following Monday. 

If a holiday falls on a non-workday other than Sunday, full-time employees will be allocated eight paid holiday 
hours immediately before the holiday has occurred. Part-time employees will receive a prorated Paid Holiday 
based on their work schedule. These paid holiday hours will be automatically used the next time the employee 
takes a day off. If the paid holiday hours are not used in the current year, they may be deferred to the following 
year. By agreement between the employee and the Company, an employee may elect within ten workdays after 
the holiday to receive the equivalent in straight-time pay instead of the paid holiday hours. 

Intermittent employees will receive pay for non-workday holidays only if they are regularly scheduled to work on 
that day. The amount of payment an employee receives is equal to what the employee would have earned on that 
day had it not been a holiday. 

Work Performed on a Holiday 
If you are required to work on a holiday (regardless of whether it is on a normal workday or regular day off), you 
will receive overtime for the hours worked and holiday pay. You may request to have the paid holiday hours 
remain in your paid holiday account for later use rather than receive holiday pay. 

The following explains holiday pay treatment: 

Workday Pay 

You do not work You receive holiday pay. 

You work during regular work hours You receive overtime for hours worked and holiday 
pay* 

You work outside of regularly scheduled hours You receive overtime for hours worked and holiday pay.  

Non-Workday Pay 

You do not work You receive 8 paid holiday hours in paid holiday 
account. 

You work You receive overtime for hours worked and holiday 
pay*. 

* Rather than receive holiday pay, you may complete the Holiday Option form to have the holiday hours remain in your paid holiday account 
for later use. 

Floating Holidays 
You will automatically be allocated 24 hours of floating holiday time on January 1 of each year in which you have 
worked (including years in which you are not actively at work but receiving pay while on sick leave, vacation, on 
Workers’ Compensation for less than 880 cumulative hours in a calendar year, unpaid leave of absence of less 
than 240 hours in a calendar year, or a paid leave of absence). 

Request for use of Floating Holidays is limited to days that the employee is scheduled to work. 
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Unused floating holiday hours will convert to deferred vacation in 
January of the following calendar year. If your floating holidays convert 
and you exceed your total maximum vacation allowance on 
December 31 of that year, the excess vacation hours will be paid out by 
the end of February of the following year. 

See “Excess Vacation Payout” and “How to Schedule or Defer Your 
Vacation” under “Vacation Program” on page 409. 

 

Alternate Work Schedules 
Please refer to your union agreement for details on floating holiday pay for employees on alternate work 
schedules. 

Part-Time Employees 
If you are a part-time employee, you may use floating holiday hours on days that you are regularly scheduled to 
work. The Company will pay part-time employees 8 hours whenever they use a floating holiday. This is regardless 
of the number of hours the part-time employee is scheduled to work on the day the floating holiday is taken. 
Example: Employee works 4 hours a day, Floating Holiday will equal 8 hours of floating holiday pay. 

Leaves of Absence 
The Leave of Absence policy enables you to take time off for medical 
reasons (for you or an eligible family member), to care for and bond with 
a new child, for military duty, or for other personal situations that are 
urgent and substantial. Some of the leaves are legally-mandated by 
federal and/or state laws, such as the Family and Medical Leave Act 
(FMLA), the California Family Rights Act (CFRA), the Pregnancy Disability 
Leave Act (PDL), California Organ and Bone Marrow Donor Leave, the 
Fair Employment and Housing Act (FEHA), and the Uniformed Services Employment and Re-Employment Rights 
Act (USERRA). These leaves carry certain restrictions, employee eligibility criteria, limitations and obligations. 
Because most of our employees reside or work in the State of California, this Leaves of Absence section refers to 
California laws, when applicable. If a different state law applies, given an employee’s state of residence or work 
location, the Company will comply with that state’s requirements. See “Determination for Eligibility and 
Entitlements under FMLA/CFRA Leave” on page 416. 

Generally, federal- and state-mandated leave laws do not provide for paid time during a leave of absence. 
However, the Company may require the use of sick leave or family sick leave during certain types of leaves of 
absence. In addition, you may elect to use vacation, or floating holidays, if applicable. Company-specific leaves 
are unpaid. 

Please note that while receiving job protection under FMLA/CFRA/PDL or a Company leave you have no greater 
right to reinstatement or to other benefits and conditions of employment than if you had been continuously 
employed during the leave period. Job protection offered by FMLA/CFRA/PDL and the Company leaves entitle 
you to the same or a comparable position upon your return to work if such a position still exists. If your position is 
eliminated during your absence you will be treated as if you were at work and may be afforded the Company’s 
Workforce Management Benefits. 

Foreseeable leaves must be requested through your supervisor and the Company’s Leave Administrator 30 days 
in advance of the date your leave commences. Unforeseeable leaves must be requested as soon as your need for 
leave is known (as soon as practicable). If sufficient notice is not provided, your leave commencement date may 
be delayed or your leave may be denied. 

See “I Take an Unpaid Leave of Absence” in the What If… section for additional information regarding benefits 
during an unpaid leave of absence. 

Unused Floating Holiday Pay Upon 
Termination 

If you terminate your employment with 
the Company or are laid off, you will be 
paid for all unused floating holiday hours 
at your base rate of pay at the time of 
your termination. 

Impact on Benefits 

For additional information about your 
benefits during a leave of absence, see 
“I Take an Unpaid Leave of Absence” in 
the What If… section. 
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The following information is a summary only. You can access more information from the Leaves of Absence 
section of the PG&E@Work intranet or by contacting the Company’s Leave Administrator at Company extension 
8-223-4357, externally at 415-973-4357 or toll-free at 866-369-7582. 

Determination for Eligibility and Entitlements under FMLA/CFRA Leave 
Eligibility for, and entitlement to, FMLA/CFRA Leave is complex. The reason for leave is how you determine 
whether or not the FMLA/CFRA Leave is a Medical Leave of Absence or a Personal Leave of Absence. The 
following information is provided to help you to better understand the requirements. See “Medical Leaves of 
Absence” on page 417 and “Personal Leaves of Absence” on page 420. 

Eligibility 
You are eligible for FMLA/CFRA Leave if you meet all of the following criteria: 

 You have worked for the Company for at least 12 months (cumulative); 

 You have worked at least 1,250 hours in the 12 months that immediately precede the date your leave 
commences. Only actual hours worked are used in this calculation, including straight and overtime hours 
(absences whether paid or unpaid are not used in this calculation); and 

 You have not exhausted the 12 weeks of FMLA/CFRA entitlement in a rolling 12-month period, as described 
under “Entitlement,” below. 

A period of absence for military service counts as time worked toward your eligibility for leave under FMLA/CFRA. 

If you are a Hiring Hall employee who has met the eligibility criteria, you are eligible for leave entitlements under 
FMLA/CFRA. 

Entitlement 
The Company uses a rolling 12-month period measured backward from the date you use any FMLA/CFRA leave 
to determine your available 12-week entitlement. 

Every rolling 12-month period, you may be eligible for up to a total of 12 weeks of FMLA/CFRA leave time for the 
following reasons: 

 For the birth of a child, or to bond with a newborn, newly-adopted, or newly-placed foster child (leave must be 
taken within 12 months of the birth, adoption or foster placement); 

 To care for a spouse, registered domestic partner (CFRA only), parent or child (including the child of a 
registered domestic partner) with a serious health condition; and/or 

 For your own “serious health condition,” as defined by the laws. 

 Under California’s Fair Employment and Housing Act (FEHA), employees who are disabled due to 
pregnancy are eligible for up to four months of pregnancy disability leave, if medically necessary as 
determined by a physician, regardless of any other FMLA/CFRA leave they have already taken during the 
previous 12-month period. 

 Because of any qualifying exigency arising out of the fact that an employee’s spouse, son, daughter, or parent 
who is a member of the Armed Forces (including National Guard and Reserves) and who is on covered active 
duty or has been notified of an impending call or order to covered active duty (FMLA only). 

 FMLA Military Caregiver Leave — an eligible employee who is the spouse, son, daughter, parent, or next of kin 
of a covered service member/veteran shall be entitled to a total of 26 workweeks of leave during a single 12-
month period to care for the service member/veteran. The leave described in this paragraph shall only be 
available during a single 12-month period (FMLA only). Please see “Personal Leaves of Absence” on page 420 
for more information on this leave. 
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When you take time off for any of the FMLA/CFRA reasons listed above, the time off is “subtracted” from your 
12-week entitlement during that 12-month period (taking time off for a pregnancy related condition, to care for 
an injured service member who is not covered under CFRA or exigency leave due to a call to covered active duty 
will not be “subtracted” from your 12-week CFRA entitlement). Time off under FMLA/CFRA may be taken on a 
continual, intermittent or reduced schedule basis as appropriate (please see “Personal Leaves of Absence” on 
page 420 for restrictions when taking time off intermittently for child bonding reasons). 

Qualifying for an FMLA/CFRA leave is dependent upon how much total FMLA/CFRA leave time you have already 
taken in the previous 12 rolling months for any of these combined reasons. You need to meet the eligibility 
requirements for each new leave requested. 

 If you have not taken any FMLA/CFRA leave time in the previous 12 months for bonding with a newborn, 
newly-adopted or newly-placed foster child; the care of a spouse, registered domestic partner, parent or child 
(including the child of a registered domestic partner) with a serious health condition; for a qualifying exigency 
due to a spouse, son or daughter, or parent who is on covered active duty or has been notified of a call to 
covered active duty in the Armed Forces; or for your own serious health condition (other than pregnancy), you 
may apply for up to 12 weeks of FMLA/CFRA leave for any of the reasons listed. 

 If you have taken less than 12 weeks of FMLA/CFRA leave in the previous 12 months for any of the reasons 
listed, you may apply for the balance of your 12-week FMLA/CFRA leave. 

 If you have already taken your full 12 weeks of FMLA/CFRA leave in the previous 12 months, you are not 
entitled under FMLA/CFRA to take further FMLA/CFRA leave for the reasons listed. However, you may be 
eligible for a medical or personal leave under the Company-provided leaves (see “Medical Leaves of Absence” 
on page 417 and “Personal Leaves of Absence” on page 420). Once you have regained available FMLA/CFRA 
entitlements, you may apply for additional FMLA/CFRA leave (you will need to meet the hours worked 
requirements in order to be eligible for another FMLA/CFRA leave). 

 If you take a leave for medical or personal reasons which meet the requirements and definitions of 
FMLA/CFRA, your leave will be counted against your 12-week FMLA/CFRA entitlement. 

 During the single 12-month period as described in the FMLA Military Caregiver Leave, you may be eligible to 
take a combined total of 26 workweeks of leave for this reason and any of the reasons listed. 

Types of Leave 
There are three types of leaves at the Company: Medical, Personal, and Military. Each type of leave has specific 
provisions regarding the conditions under which it may be granted. In addition, each type of leave may affect your 
benefits, employment status or other issues. Leaves must be reported 30 days in advance if the leave is 
foreseeable; otherwise, it must be reported as soon as the need for leave is known. 

The different types of leaves which may be authorized are listed below. Each type of leave is further explained in 
this section. 

Medical Leaves of Absence 
You may request an FMLA/CFRA Medical Leave as provided for by the Family and Medical Leave Act and/or 
California Family Rights Act if you have a “serious health condition,” as defined by the laws (including industrial 
injuries that meet this definition). You may request a Pregnancy Disability Leave (PDL) as provided for under the 
Fair Employment and Housing Act (FEHA) or a California Organ and Bone Marrow Donor Leave. A Company 
Medical Leave of Absence without pay may be granted to eligible regular-status employees who are unable to 
work for more than 10 consecutive workdays, due to illness or injury off the job (which may include certain 
injuries/illnesses related to settled/closed Workers’ Compensation claims). 
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You have the right to elect to continue your existing Company health 
care plan coverage during your medical leave of absence. See “Benefit 
Coverage for Each Leave Type” under “You Take an Unpaid Leave of 
Absence” in the What If…section for additional information. 

You can access more information from the Leaves of Absence section of 
the PG&E@Work intranet or by contacting the Company’s Leave 
Administrator at Company extension 8-223-4357, externally at 
415-973-4357 or toll-free at 866-369-7582. 

If you are on a medical leave of absence or are an employee with a 
disability, you can request a reasonable accommodation (which may 
include additional time off) in order to perform the essential functions of 
your job to return from leave or remain at work. For more information on 
eligibility and how to obtain a request form, please refer to the 
Reasonable Accommodations and the Interactive Process section of the 
PGE@Work intranet or email the Stay-At-Work Team at 
HROpsInteractiveD@pge.com or see “Resources to Help You Stay 
at/Return to Work” in the Sick Leave and Disability section. 

FMLA/CFRA Medical Leave 

Pursuant to the FMLA and CFRA laws, if you are an eligible employee and have a qualifying event or condition 
and/or are unable to work for more than three consecutive calendar days and require continuing treatment due 
to your own “serious health condition,” you may take up to 12 weeks of paid or unpaid FMLA/CFRA leave in a 
rolling 12-month period. If the leave is taken due to pregnancy disability, you are entitled to up to four months of 
medical leave while disabled due to pregnancy, pursuant to California’s Fair Employment and Housing Act. This 
four-month leave is separate from any child care/bonding leave which is available pursuant to the FMLA or CFRA 
laws and/or Company leave policies. FMLA/CFRA may be used on a continual, intermittent, or reduced schedule 
basis, as medically necessary. Medical certification of a “serious health condition” is required. See “Eligibility” and 
“Entitlement” under “Determination for Eligibility and Entitlements under FMLA/CFRA Leave” on page 416 for 
more information about eligibility and entitlement limitations. 

Available sick pay must be used and exhausted prior to being unpaid by the Company or requesting vacation or 
floating holidays (paid time other than sick pay is subject to your supervisor’s approval), during a FMLA/CFRA 
medical leave. The use of paid time does not extend the maximum period of leave as provided for under 
FMLA/CFRA. You are not eligible to use paid time intermittently or on a reduced schedule when on a continual 
leave of absence. Unpaid continual FMLA/CFRA medical leave runs concurrently with a Company Medical Leave, 
if you are eligible. FMLA/CFRA medical leave runs concurrently with approved Workers’ Compensation absences, 
when applicable. 

The Company may require a second and third opinion for certification of your own serious health condition, and 
medical re-certification may be required when applicable. A release to return to work form is required for 
absences two weeks or longer, or as the condition merits. When released to return to work, you may generally 
return to your former or an equivalent position and work location. 

A Leave of Absence must be initiated for job protection through the Company’s Leave Administrator, and a 
completed Health Care Provider Certification must be submitted for approval. Thirty days’ advance notice is 
required when the leave is “foreseeable.” 

Pregnancy Disability Leave (PDL) 

The Pregnancy Disability Leave Act under the Fair Employment and Housing Act (FEHA) requires the Company to 
provide employees up to four months (equivalent to 88 work days for full-time employees) of paid or unpaid, job-
protected leave, if medically necessary, for a disability on account of pregnancy, prenatal care, childbirth, or 
related medical conditions. FEHA also provides for an employee affected by pregnancy the ability to request a 
transfer to a less strenuous or hazardous position/duties if her health care provider certifies it is medically 
advisable to do so. There is no service requirement to be eligible for PDL (employee must work in California). PDL 
can be used on a continual, intermittent or reduced schedule basis, as medically necessary. Medical certification 
of disability or medically advisable transfer is required. 

If you are a California employee 

You may be eligible for State Disability 
Insurance (SDI) offered by the 
Employment Development Department 
of California (EDD) during your medical 
leave of absence. Company sick pay is 
required to be used first during a 
medical leave, except for pregnancy 
related leaves, and is in conflict with SDI 
benefits. The Company does not 
coordinate paid time with SDI. SDI does 
not provide job protection or return 
rights. There is a seven day waiting 
period that applies. Employees must file 
a claim with the EDD to receive benefits. 
EDD can be reached at 
www.edd.ca.gov or at 800-480-3287. 
The employer’s address to use on the 
form is 1850 Gateway Blvd. 7th Floor, 
Concord, CA 94520 
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You may elect to use any available paid sick leave, vacation, or floating holidays (paid time other than sick pay is 
subject to your supervisor’s approval). The use of paid time does not extend the maximum period of leave as 
provided for under PDL. You are not eligible to use paid time intermittently or on a reduced schedule when on a 
continual leave of absence. Unpaid continual PDL of more than 10 consecutive workdays runs concurrently with 
the Company Medical Leave, if you are eligible. 

PDL runs concurrently with FMLA for pregnancy-related disability or consecutively with FMLA/CFRA for child-
bonding purposes, if you are eligible and have not exhausted your FMLA/CFRA entitlement within the rolling 12-
month period prior to your child bonding leave starting. 

Medical re-certification may be required when applicable. A release to return to work form is required for 
absences two weeks or longer or as the condition merits. When released to return to work, you may generally 
return to your former or an equivalent position and work location. 

A Leave of Absence must be initiated for job protection through the Company’s Leave Administrator and a 
completed Health Care Provider Certification must be submitted for approval. Thirty days’ advance notice is 
required when the leave is “foreseeable.” If a transfer is needed, please refer to the Reasonable Accommodations 
and the Interactive Process section of the PGE@Work intranet to obtain a request form or email the Stay-At-Work 
Team at hropsinteractiveD@pge.com. 

California Organ and Bone Marrow Donor Leave 

If you have been employed by the Company at least 90 days immediately preceding the commencement to your 
leave, you are eligible for the Organ and Bone Marrow Donor Leave. Medical Certification that you are an organ or 
bone marrow donor and that there is a medical necessity for the donation of the organ or bone marrow is 
required. Leave may be taken in one or more periods. When released to return to work, you may generally return 
to your former or an equivalent position and work location. 

Organ and Bone Marrow Donor Leave do not run concurrently with leave taken under the Family and Medical 
Leave Act (FMLA) or the California Family Rights Act (CFRA). However, you may be able to extend your leave of 
absence beyond the time period covered under the organ (30 days) and bone marrow (five days) provisions by 
requesting an extension under the FMLA, CFRA and/or the Company Medical Leave of Absence (MLOA). 

The Leave of Absence must be initiated for job protection through the Company’s Leave Administrator and a 
completed Medical Certification form must be submitted for approval. Thirty days’ advance notice is required 
when the leave is “foreseeable.” 

Organ Donor Leave 
You are eligible for up to 30 days of paid leave in a rolling 12-month period in order to donate an organ. If you 
have available sick and/or vacation pay, you are required to use up to two weeks of your available paid time first. 
Available sick pay must be used and exhausted prior to available vacation pay. If your organ donor leave extends 
beyond two weeks or you do not have two weeks of paid time available, the remaining portion of your 30 day 
leave will be paid by the Company. 

The law provides for up to 30 days of paid organ donor leave. If your absence is longer than 30 days, normal 
company pay policies will apply beginning the 31st day through the remainder of your absence. For example, if 
you still have available sick pay after using your two weeks of sick time at the outset of the leave per Company 
policy, you will be required to use any additional sick pay time beginning day 31. Once your sick pay is exhausted, 
you may request to use available vacation pay/floating holiday pay (subject to your supervisor’s approval) or be 
unpaid for the remainder of your leave. 

Bone Marrow Donor Leave 
You are eligible for up to five days of paid leave in a rolling 12-month period in order to donate bone marrow. If 
you have available sick and/or vacation pay, you are required to use up to five days of your available paid time 
first. Available sick pay must be used and exhausted prior to available vacation pay. If your available paid time is 
less than five days, the remaining portion of your five day leave will be paid by the Company. 

The law provides for up to five days of paid bone marrow donor leave. If your absence is longer than five days, 
normal company pay policies will apply beginning the sixth day through the remainder of your absence. For 
example, if you still have available sick pay, you will be required to use available sick pay beginning day six. Once 
your sick pay is exhausted, you may request to use available vacation pay (subject to your supervisor approval) or 
be unpaid for the remainder of your leave. 
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Company Medical Leave (MLOA) 

If you are a regular-status employee, you may be eligible for an unpaid Company Medical Leave due to illness 
and/or injury off the job (which may include certain injuries/illnesses related to settled/closed Workers’ 
Compensation claims). For a MLOA which is not an FMLA/CFRA/PDL leave, a physician’s statement defining your 
current work limitations and capabilities, the specific job functions you are unable to perform, your planned 
treatment and the estimated length of disability is required on the Medical Certification form (there needs to be 
sufficient medical information to support your requested medical leave). You must exhaust all of your paid sick 
leave prior to being eligible for a MLOA, with the exception of a Pregnancy Disability Leave. A MLOA is an unpaid 
absence of more than 10 consecutive workdays and cannot be taken on an intermittent basis or on a reduced 
schedule. MLOA may run concurrently with an unpaid, continual FMLA/CFRA/PDL leave. 

The leave ends when you are released to return to work, with or without reasonable accommodations, or qualify 
for Long-Term Disability benefits. A MLOA may be granted for a period not in excess of six consecutive months. 
An extension may be granted for up to an additional six months if the circumstances warrant. The maximum 
length of an unpaid medical leave, including extensions, is 12 consecutive months in combination with all other 
leaves, excluding a military leave. You may be required to be examined by a panel physician during your leave 
and/or prior to your return to work. Medical re-certification may be required when applicable. A release to return 
to work form is required for absences two weeks or longer or as the condition merits. When released to return to 
work, you may generally return to your former or an equivalent position and work location. A request for MLOA 
may not be granted based on your history of overall unavailability and service to the Company. For example, if the 
granting of leave(s) has not proven effective in increasing your ability to return to work and/or remain at work, 
additional leave may not be granted. 

If you fail to return immediately on the expiration of your approved MLOA, accept other employment while on a 
MLOA (with certain exceptions), or make an application for unemployment benefits while on a MLOA, you will no 
longer be considered on an approved MLOA and your employment with the Company will end. This leave will not 
be granted to cover a period of incarceration or if the purpose for which it is requested may lead to your 
resignation. 

The Leave of Absence must be initiated through the Company’s Leave Administrator and a completed Medical 
Certification form must be submitted for approval. Thirty days’ advance notice is required when the leave is 
“foreseeable.” 

Personal Leaves of Absence 
The Family and Medical Leave Act (FMLA) and the California Family Rights Act (CFRA) require employers to grant 
eligible employees up to 12 weeks of paid or unpaid leave within a rolling 12-month period for specified family-
related reasons (or up to 26 weeks for the FMLA Military Caregiver Leave in a single 12-month period). The 
Company may grant additional leaves of absence without pay to eligible regular-status employees for qualifying 
reasons and service to the Company. 

You have the right to elect to continue your existing Company health care plan coverage during your personal 
leave of absence; however, the amount you pay may increase depending on the duration of your personal leave. 
See “Benefit Coverage for Each Leave Type” under “Your Take an Unpaid Leave of Absence” in the What 
If…section for additional information. 

You can access more information from the Leaves of Absence section of the PG&E@Work intranet or by 
contacting the Company’s Leave Administrator at Company extension 8-223-4357, externally at 415-973-4357 
or toll-free at 866-369-7582. 
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FMLA/CFRA Family Care Leave 

The four types of FMLA/CFRA Family Care Leave are described in this 
section. See “Eligibility” and “Entitlement” under “Determination for 
Eligibility and Entitlements under FMLA/CFRA Leave” on page 416 for 
more information about eligibility and entitlement limitations. 

Leave for the Birth of a Child and/or to Bond with a Newborn, 
Newly-Adopted or Newly-Placed Foster Child 

If you need time off for the birth and/or to bond with a newborn child, a 
newly-adopted child or a newly-placed foster child (including a newborn 
child, a newly-adopted child or a newly-placed foster child of a registered 
domestic partner with whom you will stand in loco parentis), you may 
request up to 12 weeks of paid or unpaid FMLA/CFRA leave, to be 
completed within one year of the child’s birth, adoption or foster 
placement. 

You may elect to use any available vacation or floating holidays, subject 
to your supervisor’s approval. You are not eligible to use sick pay during 
a bonding leave. There are certain exceptions that allow for the use of 
Family Sick Leave (FSL) at the onset of your Child Bonding Leave. 
Additional information regarding these exceptions can be found on the Leaves of Absence section of the 
PG&E@Work intranet. The use of paid time does not extend the maximum period of leave as provided for under 
FMLA/CFRA. You are not eligible to use paid time intermittently or on a reduced schedule when on a continual 
leave of absence. Unpaid continual FMLA/CFRA child-bonding leave more than 10 consecutive workdays runs 
concurrently with the Company Child Care/Bonding Leave, if you are eligible. 

Minimum duration of CFRA leave is two weeks for the birth, adoption, or foster placement of a child. However, the 
Company shall grant a request for a CFRA leave of less than 2 weeks duration on any two occasions. FMLA does 
not require the Company to provide intermittent or reduced leave schedule for child care leave; the Company 
applies the CFRA-criteria to FMLA in this case. A return to your former or equivalent position and location is 
generally guaranteed. 

Spouses (FMLA)/Parents (CFRA) who both work for the Company share their FMLA/CFRA entitlements when both 
taking leave for this reason. 

A Leave of Absence must be initiated for job protection through the Company’s Leave Administrator and 
appropriate documentation must be submitted for approval. Thirty days’ advance notice is required when the 
leave is “foreseeable.” 

Leave to Care for a Spouse, Registered Domestic Partner (CFRA only), Parent or Child with a Serious 
Health Condition 

If you need time off to care for a spouse, registered domestic partner, parent or child (including the child of a 
registered domestic partner) with a serious health condition, you may be eligible to take up to 12 weeks of paid 
or unpaid FMLA/CFRA leave in a rolling 12-month period. Medical certification of a “serious health condition” is 
required. Leave may be taken on a continual, intermittent or reduced schedule basis. A return to your former or 
equivalent position and work location is generally guaranteed. 

A child is defined as: biological, adopted, foster child, step-child, legal ward, or child of a person standing in loco 
parentis, who is either: 

 Under 18 years of age; or 

 18 years of age or older and incapable of self-care due to mental or physical disability within the meaning of 
Government Code section 12926, subdivisions (i) and (k) and/or the Americans with Disabilities Act (ADA). 

A parent is defined as: biological, adoptive, step or foster mother or father, or other person who stood in loco 
parentis to the employee when the employee was a child. Grandparents and parents-in-law are not included. 

If You Are a California employee 

You may be eligible for up to six weeks 
of Paid Family Leave Insurance (PFL) 
offered by the Employment 
Development Department of California 
(EDD) during your personal leave of 
absence. Family Sick pay is required to 
be used first during a leave to care for a 
family member, and is in conflict with 
PFL benefits. The Company does not 
coordinate paid time with PFL. PFL 
does not provide job protection or return 
rights. There is a seven day waiting 
period that applies. Employees must file 
a claim with the EDD to receive benefits. 
EDD can be reached at 
www.edd.ca.gov or at 877-238-4373. 
The employer’s address to use on the 
form is 1850 Gateway Blvd. 7th Floor, 
Concord, CA 94520. 
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Available Family Sick Leave (FSL/Sick Relative) must be used and exhausted prior to being unpaid or requesting 
vacation or floating holidays (paid time other than FSL pay is subject to your supervisor’s approval) during an 
FMLA/CFRA family leave. You are not eligible to use sick pay outside of FSL during an FMLA/CFRA family leave. 
The use of paid time does not extend the maximum period of leave as provided for under FMLA/CFRA. You are 
not eligible to use paid time intermittently or on a reduced schedule when on a continual leave of absence. 
Unpaid continual FMLA/CFRA family leave more than 10 consecutive workdays runs concurrently with a 
Company Personal Leave of Absence, if you are eligible. 

A Leave of Absence must be initiated for job protection through the Company’s Leave Administrator and a 
completed Health Care Provider Certification must be submitted for approval. Thirty days’ advance notice is 
required when the leave is “foreseeable.” 

FMLA Military Exigency Leave 

If you need time off because of any qualifying exigency due to a spouse, or a son, daughter or parent who is on 
covered active duty or has been notified of an impending call or order to covered active duty in the Armed Forces 
(including the National Guard and Reserves), you may be eligible to take up to 12 weeks of paid or unpaid FMLA 
leave in a rolling 12-month period. Leave may be taken on a continual, intermittent, or reduced schedule basis. A 
return to your former or equivalent position and work location is generally guaranteed. 

Covered active duty means: 

 For members of a Regular Component of the Armed Forces, covered active duty is duty during the deployment 
of the member with the Armed Forces to a foreign county. 

 For members of a Reserve Component of the Armed Forces (members of National Guard and Reserves, 
covered active duty is duty during the deployment of the member with the Armed Forces to a foreign country 
under a call or order to active duty in a contingency operation (further explained under a provision of law 
referred to in section 101(a)(13)(B) of title 10, United States Code). 

Deployment to a foreign country means deployment to areas outside of the United States, the District of 
Columbia, or any Territory or possession of the United States. It also includes deployment to international waters. 

You may elect to use any available vacation or floating holidays, subject to your supervisor’s approval. The use of 
paid time does not extend the maximum period of leave as provided for under FMLA. You are not eligible to use 
paid time intermittently or on a reduced schedule when on a continual leave of absence. Unpaid continual FMLA 
Exigency leave more than 10 consecutive workdays runs concurrently with the Company Personal Leave, if you 
are eligible. 

You may elect to use any available vacation or floating holidays, subject to your supervisor’s approval. The use of 
paid time does not extend the maximum period of leave as provided for under FMLA. You are not eligible to use 
paid time intermittently or on a reduced schedule when on a continual leave of absence. Unpaid continual FMLA 
Exigency leave more than 10 consecutive workdays runs concurrently with the Company Personal Leave, if you 
are eligible. 

You can access more information from the Leaves of Absence section of the PG&E@Work intranet for examples 
of the different reasons that may qualify as a qualifying exigency. 

A Leave of Absence must be initiated for job protection through the Company’s Leave Administrator and be 
supported by appropriate documentation. Reasonable and practicable advance notice is required when the leave 
is “foreseeable.” 

FMLA Military Caregiver Leave 

If you need time off as a spouse, son, daughter, parent, or next of kin to care for a covered service 
member/veteran of the Armed Forces, including a member of the National Guard or Reserves, for a serious injury 
or illness incurred in the line of duty on active duty, you may be eligible to take up to 26 workweeks of paid or 
unpaid leave during a single 12-month period. Leave may be taken on a continual, intermittent or reduced 
schedule basis, as medically necessary. Medical Certification is required. A return to your former or equivalent 
position and work location is generally guaranteed. 
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Covered service member/veteran means: 

 A member of the Armed Forces (including a member of the National Guard or Reserves) who is undergoing 
medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the 
temporary disability retired list, for a serious injury or illness; or 

 A veteran who is undergoing medical treatment, recuperation, or therapy for a serious injury or illness and 
who: 

 was a member of the Armed Forces (including a member of the National Guard or Reserves) 

 was discharged or released under conditions other than dishonorable; and 

 was discharged within the five-year period preceding the date the eligible employee first takes FMLA 
military caregiver leave to care for the veteran (special rules apply to determine the five year period) 

CFRA will run concurrently with FMLA Military Caregiver Leave when leave is taken for an eligible family member 
as provided for under CFRA. Unpaid continual FMLA Military Caregiver leave more than 10 consecutive workdays 
runs concurrently with a Company Personal Leave of Absence, if you are eligible. 

Available Family Sick Leave (FSL/Sick Relative) must be used and exhausted prior to being unpaid or requesting 
vacation or floating holiday pay (paid time other than FSL pay is subject to your supervisor’s approval) during a 
FMLA Military Caregiver leave. The use of paid time does not extend the maximum period of leave as provided for 
under FMLA. You are not eligible to use paid time intermittently or on a reduced schedule when on a continual 
leave of absence. 

Spouses employed by the same employer are limited to a combined total of 26 workweeks in a “single 12-month 
period” if the leave is to care for a covered service member with a serious injury or illness. 

You can access more information from the Leaves of Absence section of the PG&E@Work intranet for additional 
details on the FMLA Military Caregiver Leave, including the definition of serious illness or injury and who qualifies 
as a covered service member/veteran. 

A Leave of Absence must be initiated for job protection through the Company’s Leave Administrator and a 
completed Health Care Provider Certification must be submitted for approval. Thirty days’ advance notice is 
required when the leave is “foreseeable.” 

Company Personal Leaves 

Company Child Care/Bonding Leave 

Under the Company’s policy, if you are a regular-status employee, you may request an unpaid Company Child 
Care/Bonding Leave of up to six months if you need time off to bond with a newborn child, a newly-adopted child, 
or a newly-placed foster child (including the newborn child, a newly-adopted child or a newly-placed foster child of 
a registered domestic partner). An additional six months of leave may be requested; however, the maximum 
length of this leave, including extensions, is 12 consecutive months in combination with all other leaves, 
excluding a military leave. This leave must be taken and completed within three years following the birth, 
adoption or foster placement of your child. This leave is an unpaid absence of more than 10 consecutive 
workdays and cannot be taken on an intermittent or reduced schedule basis. 

The Company Child Care/Bonding Leave is available once per qualifying event/child and may run concurrently 
with an unpaid, continual FMLA/CFRA leave. 

If your leave is completed within six consecutive months, return to your former or equivalent position and work 
location is generally guaranteed. If you extend your Company Child Care Leave beyond six consecutive months, 
you may return to work provided a vacancy in your position and headquarters, or a lower position in your 
headquarters exists. If a vacancy of this kind does not exist, then your employment with the Company will be 
terminated. This leave will not be granted to cover a period of incarceration or if the purpose for which it is 
requested may lead to your resignation. 

If you fail to return immediately on the expiration of your approved Company Leave, accept other employment 
while on a Company Leave (with certain exceptions), or make an application for unemployment benefits while on 
a Company Leave, you will no longer be considered on an approved Company Leave and your employment with 
the Company will end. 
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A Leave of Absence must be initiated through the Company’s Leave Administrator. Appropriate documentation 
must be submitted to the Leave Administrator for approval. Thirty days’ advance notice is required when the 
leave is “foreseeable.” 

Other Personal Leave 

If you are a regular-status employee, you may request an unpaid leave if you have any other urgent or substantial 
personal reasons not already discussed in this section. A Personal Leave may be granted for a period not in 
excess of six consecutive months. An extension may be granted for up to an additional six consecutive months if 
the circumstances warrant. The maximum length of this leave, including extensions, is 12 consecutive months in 
combination with all other leaves, excluding a military leave. A return to your former or equivalent position and 
work location is generally guaranteed. 

This leave is an unpaid absence of more than 10 consecutive workdays and cannot be taken on an intermittent 
or reduced schedule basis. 

The approval of the leave is based on the merit of the request, your length of service, your performance, and the 
Company’s business needs. This leave will not be granted to cover a period of incarceration or if the purpose for 
which it is requested may lead to your resignation. The Company may refuse to grant the leave if the request 
would cause undue hardship to the Company’s operation. 

If you fail to return immediately on the expiration of your approved Company Leave, accept other employment 
while on a Company Leave (with certain exceptions), or make an application for unemployment benefits while on 
a Company Leave, you will no longer be considered on an approved Company Leave and your employment with 
the Company will end. 

A Leave of Absence must be initiated through the Company’s Leave Administrator. Appropriate documentation 
must be submitted to your supervisor and the Leave Administrator for approval. Thirty days’ advance notice is 
requested. 

Military Leave of Absence 

A Military Leave of Absence will be granted to eligible employees for up to a cumulative of five years (additional 
time and provisions may be available under USERRA) for service in the uniformed services, which includes duty 
on a voluntary or involuntary basis. 

Duty means: 

 active duty; 

 active duty for training; 

 initial active duty for training; 

 inactive duty training; 

 full-time National Guard duty; or 

 time needed for examination to determine fitness for duty. 

Uniformed services means: 

 the Armed Services; 

 the Army National Guard when engaged in active duty training; 

 the Air National Guard when engaged in active duty training; 

 full-time National Guard duty; 

 the commissioned corps of the Public Health Service; or 

 any other category of persons designated by the President in times of war or emergency. 

Advance verbal and/or written notice to your supervisor and the Company’s Leave Administrator, including a copy 
of the orders or other supporting documentation issued by the Military (when applicable), is required. 
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Supplemental Pay 

Up through August 31, 2011, if you are a regular-status employee, you are eligible to receive a pay supplement 
for up to 17 workdays per year for reserve and active duty. If you have not attained regular status and you are 
participating in reserve or active duty, you may take time off without pay. 

Effective September 1, 2011, from date of hire, you are eligible to receive a pay supplement for up to 17 
workdays per year for reserve and active duty. To receive a pay supplement, you must provide a copy of your 
military orders, the military statement of earnings and certified expense statement related to the annual training 
or active duty to the Payroll Department within one month of your return to work. Please contact the Payroll 
Department for questions relating to the receipt of a pay supplemental. 

Additional pay supplements may be available beyond 17 workdays if you are covered under the Emergency Active 
Military Leave of Absence policy (effective dates noted above apply to this policy as well). Please see Emergency 
Active Military Leave of Absence section for more information. 

Contract, agency, or Hiring Hall employees who are participating in reserve training or active duty can take time-
off without pay. 

Health Plan Coverage 

If you leave your job to perform military service, you have the right to elect to continue your existing Company 
health care plan coverage for up to 24 months while in the military. See “Benefit Coverage for Each Leave Type” 
under “You Take an Unpaid Leave of Absence” in the What If… section for additional information. 

Re-Employment Rights 

If you receive an honorable discharge from a uniformed service, you are entitled to re-employment rights and 
benefits provided that: 

 the Company was given advance written or verbal notice of employee’s service; 

 cumulative length of all military service leave from the Company does not exceed five years (certain types of 
service in the uniformed services are exceptions to this five-year service limit); and 

 applicable documentation and timing requirements are met. 

You can access more information from the Leaves of Absence section of the PG&E@Work intranet for additional 
details on Military Leave, including applicable documentation and timing requirements based on length of time 
off due to military service. 

A Leave of Absence for uniformed service of any length must be initiated through the Company’s Leave 
Administrator. Appropriate documentation as described in the Leaves of Absence section of the PG&E@Work 
intranet must be submitted to the Leave Administrator for approval. Reasonable and practicable advance notice 
is required when the leave is “foreseeable.” 

Emergency Active Military Leave of Absence 

The Emergency Active Military Leave policy was enacted to reduce the adverse financial impact on employees 
activated for military duty in the time of a national emergency. The policy allows employees to receive pay 
supplements that are equivalent to their base pay minus taxable wages received from the military, and extended 
medical, dental and vision coverage for themselves and their Eligible Dependents. The policy was implemented 
for employees required to provide military service under the terms of Executive Order 13223 of September 14, 
2001, Declaration of National Emergency by Reason of Certain Terrorist Attacks (and its amendments). 

In order to receive pay supplements, you are required to provide the Payroll department with a copy of your 
military orders, the military statement of earnings and certified expense statement in order to start receiving your 
supplemental pay during your Emergency Military leave; otherwise the leave will remain unpaid. You will be 
required to provide a copy of your military earnings each month of your leave, as feasible, in order to continue to 
receive supplemental pay. Contact the Payroll Department for more information on this process. 

You can access more information from the Leaves of Absence section of the PG&E@Work intranet for additional 
details on Emergency Military Leave. 
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A Leave of Absence must be initiated through the Company’s Leave Administrator. Appropriate documentation 
(copy of military orders or other supporting documentation issued by the Military) must be submitted to the Leave 
Administrator when requested and applicable (i.e., for period of service greater than 30 days). Reasonable and 
practicable advance notice is required when the leave is “foreseeable.” 

Spouses of Deployed Military Personnel (California employees only) 

A leave policy for employees who are spouses of deployed military personnel was enacted by the California State 
Legislature in 2007 as a provision of the Military and Veterans Code. The policy allows the spouse of a deployed 
military member to take up to 10 days of unpaid leave while the service member is on leave from a military 
deployment. The military member must be deployed as a result of a military conflict. 

A military member means a member of: 

 the Armed Forces of the United States, 

 the National Guard, or 

 the Reserves. 

PG&E extends this policy to employees who are registered domestic partners of deployed military members. 

 To qualify for this leave, you must work at least a 20-hour per week schedule. Your leave must be taken 
concurrently with the leave of the service member. Some or all of this time may run concurrently with FMLA 
exigency leave, if you are eligible. 

A return to your former or equivalent position and work location is generally guaranteed. 

A Leave of Absence must be initiated through the Company’s Leave Administrator. You must notify your 
supervisor and the Leave Administrator of your intent to take this leave within two days of receiving official notice 
of your military spouse/registered domestic partner’s leave and must submit written documentation of their 
leave orders. 

Union Business Leave 
You may request an unpaid leave for the purpose of engaging in union business. The leave, if approved, is issued 
for the estimated time needed. The maximum length of the leave is not to exceed a total of: 

 72 consecutive months for members of IBEW, 

 24 consecutive months for members of ESC, or 

 12 consecutive months for members of SEIU. 

Return to your previous position (or equivalent) is guaranteed only if you return to work within six months of the 
date on which your leave began. If you take a Union Business Leave, your medical, dental and vision coverage will 
terminate at the end of the month in which you go on leave. 

If you return to work from a Union Business Leave that lasts longer than six month, you will not be granted 
another Union business Leave until you have worked for a period equivalent to the duration of the last continuous 
absence for union business. 

Other Time Off 
You may be eligible for time off for other reasons, including: 

 Jury Duty 

 Funerals 

 Adoption 

 Voting 

 Family School Partnership Act (FSPA) 

“Company” Defined 

Throughout this section of the 
Handbook, reference to “Company” 
means Pacific Gas and Electric 
Company. 
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 Victims of Domestic Violence, Sexual Assault, or Stalking Act (VDVA) 

 Victims of Crime Act (VCA) 

 Victims of Crime to Testify 

 Civil Air Patrol Leave 

 Emergency Duty Leave and Volunteer Firefighter Training 

 San Francisco Family Friendly Workplace Ordinance (SF FFWO) 

Jury Duty 
The Company recognizes jury duty as an important civic duty. You are eligible for time off with pay if you are a 
regular-status employee. If you are called for jury duty; and you are: 

 a full-time employee, you will be granted the necessary time off with pay, or 

 a part-time employee, you will be granted time off with pay for the number of hours you are scheduled to work 
during the basic workday and work week. 

If you are not a regular-status employee, you may be granted time off without pay. 

You must: 

 advise your supervisor on the workday following receipt of notice that you are required to report for jury duty 
service and you may be required to provide receipt of such notice to your supervisor, 

 report to work on non-court days and may be required to provide updates on the trial schedules and court 
appearances, and 

 return to work if the dismissal from court occurs on your regular workday and the time allows you to work two 
hours or more before the conclusion of your regular work schedule. 

Funerals 
You may be granted time off with pay, up to a maximum of three days, if a member of your immediate family 
dies. You are eligible for time off with pay if you are a regular-status employee. An “immediate family member” is 
defined as: 

 your spouse or registered domestic partner; 

 your child (including step-children, children of your registered domestic partner, foster children, or children for 
whom you have been appointed legal guardianship); 

 your parent (including foster parents, step-parents, parents-in-law, or parents of your registered domestic 
partner); 

 your brother or sister (including half-, step- and foster brothers and sisters); 

 your grandparent or grandparent-in-law, or those of your registered domestic partner; 

 your grandchild; 

 your son-in-law or daughter-in-law; 

 your uncle or aunt; or 

 a person who was a member of your immediate household at the time of his or her death. 

You may use vacation or floating holidays, if applicable, to extend your funeral leave beyond the three days 
provided for, or request personal time off without pay for the time needed. 

You may also request up to one full day off to attend the funeral of any other person to whom you may be 
reasonably deemed to owe respect. 

If you are not a regular-status employee, you may be granted time off without pay. 
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Adoption 
You may request up to a maximum of 8 hours of time off with pay, if necessary, for court appearances in 
connection with each child adoption proceeding if you are a regular-status employee. Time may be taken in 
increments of one hour or more. If you are a part-time employee, you may be granted time off with pay for the 
number of hours you are scheduled to work on that day. 

If you are not a regular-status employee, you may be granted time off without pay. 

The Family and Medical Leave Act (FMLA), California Family Rights Act (CFRA) and the Company also provide for 
paid and unpaid personal leaves of absence for time off related to the adoption, including time for child bonding. 
The Company provides an adoption assistance benefit of up to $2,000 for each child you adopt to help pay for 
adoption-related expenses. See “Personal Leaves of Absence” on page 420 and “Adoption Expense 
Reimbursement Program” in the Work/Life Benefits section for more information. 

Voting 
If you do not have sufficient time outside of working hours to vote, you are entitled to paid time off, up to two 
hours if needed, to vote. You must notify your supervisor in advance of the election day if you wish to take this 
additional time off. Any approved time off will be taken either at the beginning or the end of your workday, 
whichever allows you the most time to vote. 

Family School Partnership Act (FSPA) 
The Family School Partnership Act (FSPA) allows eligible employees to take time off from work to participate in 
school activities for their children who are in grades kindergarten through twelve or attending a licensed day care 
facility. To be eligible, you must be a parent, guardian or grandparent who has custody of a child enrolled in a 
California public or private school, kindergarten through grade twelve, or licensed child day care facility. 

You may take off a maximum of eight hours per month, up to a maximum of 40 hours in a calendar year. To 
accommodate employees who work an alternate work schedule, additional hours over the monthly maximum 
may be allowed. Part-time employees are allowed prorated hours based on their work schedules. 

You must use paid time off (vacation or floating holidays; prescheduled, unanticipated, or unscheduled as 
appropriate) before using any unpaid time, and you must request the time off from your supervisor at least two 
workdays in advance. The Company may require verification of participation in the school activities. If both 
parents work for the Company at the same worksite, the FSPA covered absence would apply to the parent who 
gives notice first. However, the other parent may take the planned absence simultaneously for the same child 
and event, provided that he or she receives supervisor approval. 

Victims of Domestic Violence, Sexual Assault or Stalking Act (VDVA) 
If you are a victim of domestic violence, sexual assault, or stalking, you may take paid or unpaid time off under 
the Victims of Domestic Violence, Sexual Assault, or Stalking Act (VDVA) to seek medical attention, obtain 
services or psychological counseling, or participate in safety planning related to domestic violence, sexual 
assault, or stalking. VDVA time off may be charged in hourly increments. 

You must inform your supervisor and the Company’s Leave Administrator at Company extension 8-223-4357, 
externally at 415-973-4357 or toll-free at 866-369-7582 at least five days in advance of the need to take time off 
to attend to any of the qualifying events under VDVA. You may also be required to provide qualified certification to 
the Company’s Leave Administrator prior to taking time off. 

For unforeseeable qualifying events, you must notify your supervisor and the Company’s Leave Administrator at 
the beginning of a workday, or with as much advance notice as possible, of the need to take time off to attend to 
any of the qualifying events under VDVA. In addition, you may also be required to provide qualified certification to 
the Company’s Leave Administrator within five days after taking VDVA time off. 

If an accommodation is needed for your safety while at work, please refer to the Reasonable Accommodations 
and the Interactive Process section of the PGE@Work intranet to obtain a request form or email the Stay-At-Work 
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Team at hropsinteractiveD@pge.com. You may also be required to provide qualified certification for your 
continued victim’s status as part of the review for a reasonable accommodation. 

You may elect to use paid sick leave, family sick leave (for care of an eligible family member), vacation or floating 
holidays for eligible VDVA absences. 

Qualifying Events 
The events that qualify you to take VDVA time off include: 

 obtaining or attempting to obtain any relief, including, but not limited to, a temporary restraining order, 
restraining order, or other injunctive relief, to help ensure the health, safety, or welfare of you or your child; 

 seeking medical attention for injuries caused by domestic violence, sexual assault, or stalking; 

 obtaining services from a domestic violence shelter, program or rape crisis center as a result of domestic 
violence, sexual assault, or stalking; 

 obtaining psychological counseling related to an experience of domestic violence, sexual assault or stalking; 
or 

 participating in safety planning and taking other actions to increase safety from future domestic violence, 
sexual assault or stalking, including temporary or permanent relocation. 

Qualified Certification 
The information that satisfies any certification requirements includes: 

 a police report indicating that you were a victim of domestic violence, sexual assault or stalking; 

 a court order protecting or separating you from the perpetrator of an act of domestic violence, sexual assault 
or stalking; 

 other evidence from the court or prosecuting attorney that you appeared in court; or 

 documentation from a medical professional, domestic violence counselor, a sexual assault counselor, a 
licensed health care provider or counselor that you were undergoing treatment for physical or mental injuries 
or abuse resulting in victimization from an act of domestic violence, sexual assault, or stalking. 

If applicable, paid or unpaid time off under VDVA may count toward your Family and Medical Leave Act (FMLA) 
and California Family Rights Act (CFRA) entitlement (e.g., time off to seek medical attention or psychological 
counseling if it meets the federal FMLA and state CFRA “Serious Health Condition” criteria). However, VDVA time 
off does not extend the maximum period of leave that you may be entitled to under FMLA and CFRA. 

Victims of Crime Act (VCA) 
If you or your immediate family member is a victim of a violent or serious crime (felony) including theft or 
embezzlement, you are eligible for paid or unpaid time off with job protection to appear in court as a witness or to 
attend any judicial proceeding related to that crime under the Victims of Crime Act (VCA). 

An “immediate family member” is defined as (for the purposes of this law): 

 your spouse or registered domestic partner; 

 your child (step-children, children of your registered domestic partner, foster children, legally adopted children 
or children whom you have been appointed legal guardian); 

 your brother or sister (including half-and step-brothers and sisters); and 

 your parent (including step-mother or step-father). 

You may elect to use vacation or floating holidays, if applicable, for eligible VCA absences. 
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You must inform your supervisor and the Company’s Leave Administrator at company extension 8-223-4357, 
externally at 415-973-4357, or toll-free at 866-369-7582 at least five days in advance or as soon as you become 
aware of the need to take time off to testify, unless the advance notice is not feasible. You may be required to 
provide qualified certification to the Company’s Leave Administrator prior to taking time off. 

For unforeseeable qualifying events, you must notify your supervisor or the Company’s Leave Administrator of the 
need to take time off under VCA at the beginning of a workday, or with as much advance notice as possible. You 
may be required to provide qualified certification to the Company’s Leave Administrator within five days after 
taking time off. 

Qualified Certification 
You may be required to provide the Company’s Leave Administrator with written notification of each scheduled 
proceeding and/or evidence from the court, prosecuting attorney, or the advocating victims/witness office that 
you or your eligible immediate family member appeared in court. 

Victims of Crime to Testify 
If you are a victim of an offense, you are eligible for paid or unpaid time off from work to appear in court to be 
heard at any proceeding, including any delinquency proceeding, involving a postarrest release decision, plea, 
sentencing, postconviction release decision, or any proceeding in which a right of the victim is at issue. 

Victim means any person who suffers direct or threatened physical, psychological, or financial harm as a result of 
the commission or attempted commission of a crime or delinquent act. Victim also includes the employee’s 
spouse, parent, child, sibling, or guardian. 

The offenses include all of the following (as defined in the Penal Code): 

 Vehicular manslaughter while intoxicated; 

 Felony child abuse likely to produce great bodily harm or a death; 

 Assault resulting in the death of a child under eight years of age; 

 Felony domestic violence; 

 Felony physical abuse of an elder or dependent adult; 

 Felony stalking; 

 Solicitation for murder; 

 A serious felony; 

 Hit-and-run causing death or injury; 

 Felony driving under the influence causing injury; or 

 Sexual assault as set forth in certain sections of the Penal Code. 

You may elect to use vacation or floating holidays, if applicable, for eligible absences. 

You must inform your supervisor and the Company’s Leave Administrator at company extension 8-223-4357, 
externally at 415-973-4357, or toll-free at 866-369-7582 at least five days in advance or as soon as you become 
aware of the need to take time off to testify, unless the advance notice is not feasible. You may be required to 
provide qualified certification to the Company’s Leave Administrator prior to taking time off. 

For unforeseeable qualifying events, you must notify your supervisor or the Company’s Leave Administrator of the 
need to take time off to testify at the beginning of a workday, or with as much advance notice as possible. You 
may be required to provide qualified certification to the Company’s Leave Administrator within five days after 
taking time off. 
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Qualified Certification 
You may be required to provide the Company’s Leave Administrator with one or more of the following: 

 A police report indicating you were a victim of an offense specified; 

 A court order protecting or separating you from the perpetrator of an offense specified or other evidence from 
the court or prosecuting attorney that you have appeared in court; or 

 Documentation from a medical professional, domestic violence counselor, a sexual assault counselor, a 
licensed health care provider or counselor that you were undergoing treatment for physical or mental injuries 
or abuse resulting in victimization from an act of domestic violence, sexual assault, or stalking. 

Civil Air Patrol Leave 
If you are a volunteer member of the California Wing of the civilian auxiliary of the United States Air Force (Civil 
Air Patrol) and you have been directed to respond to an emergency operational mission of the California Wing of 
the Civil Air Patrol, you are eligible for a leave of absence if you have been employed by the Company at least 90 
days immediately preceding the commencement to your leave, An eligible employee may take up to 10 days per 
year. Leave is limited to three days on any one occasion, but can be extended if authorized by the government 
entity that called for the mission and the employer agrees. 

You may request to use available vacation or floating holidays (paid time subject to your supervisor’s approval). 
You need to give as much notice as possible to your supervisor of the start and end dates to your Civil Air Patrol 
leave. Certification from the proper Civil Air Patrol authority to verify the eligibility for the leave requested or taken 
is required. You may be denied the leave to be taken as Civil Air Patrol leave if the required certification is not 
provided within a reasonable timeframe. A return to your former or equivalent position and work location is 
generally guaranteed. 

Emergency Duty Leave and Volunteer Firefighter Training 
If you are performing emergency duty as a volunteer firefighter, a reserve peace officer, or emergency rescue 
personnel, you may be eligible for time off. An eligible employee may take time off as needed in order to perform 
this emergency duty. This statute does not apply to any public safety agency or provider of emergency medical 
services when, the employee’s absence would hinder the availability of public safety or emergency services. 

If you are a volunteer firefighter, a reserve peace officer, or emergency rescue personnel, you may also be eligible 
to take a temporary leave of absence for the purposes of engaging in fire, law enforcement, or emergency rescue 
training. An eligible employee may take up to an aggregate of 14 days per calendar year, when taken for the 
purpose of engaging in fire or law enforcement training. 

Volunteer firefighter means a person registered as a volunteer member of a regularly organized fire department. 
Emergency rescue personnel means any person who is an officer, employee, or member of a fire department or 
fire protection or firefighting agency of the federal government, the State of California, a city, county, city and 
county, district, or other public or municipal corporation or political subdivision of this state, or of a sheriff’s 
department, police department, or a private fire department, whether that person is a volunteer or partly paid or 
fully paid, while he or she is actually engaged in providing emergency services. 

You may request to use available vacation or floating holidays (paid time subject to your supervisor’s approval). If 
the need for time off is foreseeable, you must inform your supervisor at least five days in advance. If the need for 
time off is unforeseeable, you must inform your supervisor at the beginning or your workday or with as much 
advance notice as possible. 
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San Francisco Family Friendly Workplace Ordinance (SF FFWO) 
This Ordinance provides for employees who are headquartered in the City of San Francisco or the County the 
opportunity to request a temporary flexible or predictable work schedule 

If you are a Management, Administrative & Technical, or ESC-represented employee headquartered in San 
Francisco, who has been employed by the company for six months, and work at least 8 hours per week, you are 
eligible to request a temporary flexible or predictable work schedule. 

The ordinance requires employers to engage in a discussion with an employee to determine whether the 
company is able to accommodate the alternate work schedule request. Employers have the right to decline a 
request based on business needs. 

Requests will be considered for up to 12 weeks in a 12-month rolling calendar period. Employees may make two 
requests a year as per the Ordinance — for a total of 12 weeks in a 12-month rolling calendar timeframe. 

To request a temporary flexible or predictable work schedule, your first step is to have a discussion with your 
supervisor. Secondly, you must complete the SF FFWO Temporary Flexible or Predictable Work Schedule Request 
Form and submit it to the HR Ops Interactive Discussion team. Additional information can be obtained by visiting 
the Workforce Health section of the PGE@Work intranet. 

 




